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Welcome to eVA’s
Emall Training
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To get the most out of this
self-guided training, let’s review
some tips on how to work 
through the slides
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Orientation - Tips for Self-Guided Training
Don’t try and “rush through” the presentations . . . 
Read and study each screen for as long as you want . . . 
Become familiar with it . . .
There is no time limit . . . you move at your pace and you control it

To move forward (or back) through the training program at any point, 
we recommend that you use your Page Up and Page Down Keys

If you use your mouse, or other keys you will 
only go forward . . . and it can be more difficult 
to back up.

Recommend

You can start doing this now if you wish
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Requisitions : Objectives

When you complete training on requisitions, you should be able to . . .

Create a requisition with orders to multiple vendors

Find a registered Vendor for a non-catalog and catalog item

Add a non-registered Vendor 

Use Mass Edit to apply the same vendor to all non-catalog items

Print an order
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Requisitions: Creating a Requisition

Once you login to eVA, click the SHOP NOW link
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Requisitions: Creating a Requisition

You can use the Swoosh screen or Process steps on 
the left side to create a new request
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Requisitions: Step 1 - Add Title Screen

Enter a title for your 
requisition/order

If you entered credit card 
information into eVA, you may 
deselect the box to generate 
a non-charge order.

Enter your internal order # , if desired. (This appears on the eVA PO)

Click Next to move on

Caution! Avoid 
use of this field; it 
may delay 
submission of 
your order
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Requisitions: Step 2 - Add Items

You can search 
by “drilling” down 
into categories of 
various products 
OR you can do a 
keyword search

Let’s assume you’re searching for “Lamps”.
Click the SEARCH Button after entering “Lamps”

Lamps
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If you want to see lamp 
pictures, click this globe

Requisitions: Step 2 - Adding Items

If you want to select this 
item, click the Add button 
and the following screen 
appears…

All items containing the 
word “lamps” are returned
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Requisitions: Step 2 - View Line Items 

This screen displays after adding each item. You may
continue to add new items and see all selected items 
on this screen.

If satisfied with item, click OK. 
You will be returned to the Add 
Items screen
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Requisitions: Step 2 - Adding Items

If you see a red asterisk next to the item 
description and “Buy from Supplier” button, this 
means you can ‘punchout’ directly to the 
supplier’s website for selection of items. All 
items are then returned to your eVA requisition!
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Requisitions: Step 2 - Adding Items

You can refine (narrow) your 
search using a variety of 
different parameters.
Click the Advanced link.
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Requisitions: Searching Catalogs

You can click 
the chooser 
buttons + to 
search for 
specific criteria  

You can enter 
your data 
directly into the 
open fields  

OR
91609-9

Once your data is 
entered in the 
chosen field(s), 
click the 
SEARCH button  

Note! You will NOT find a registered 
vendor in the catalog section 
UNLESS that vendor has a catalog! 
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Requisitions: Searching Catalogs

If you see ZERO dollar amount, 
call the vendor for your pricing 
and place the order as a NON-
CATALOG order!

Your search brings back the desired results
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Requisitions: Non-Catalog Items

If you can’t find your item by using the SEARCH 
field, click on NON-CATALOG tab
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Requisitions: Non-Catalog - Example

Let’s run through an example of this . . .

You need to purchase a laser printer from a company called “Ultrect”

You have already searched the catalogs and did not find it.

You click on the Non-Catalog tab to enter what you want.
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Requisitions: Non-Catalog Items

Fill in description of the item you’re ordering

If you click the chooser +
button to select a commodity, 
the next screen appears

Items: 0  Total:  $0.00USD
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Requisitions: Select Commodity

The system shows all matching Commodities. 
Type “Laser Printer”. Click the Search button

When your commodity item appears, click Select button.
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Requisitions: Non-Catalog Items

Click the chooser [+] button to 
see if “Ultrect” is a registered 
vendor

Items: 0  Total:  $0.00USD
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Requisitions: Non-Catalog Supplier

Enter  “Ultrect” and 
click on SEARCHUltrect

Note: If a vendor is Registered, it will 
show in the list for you to select it.
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Requisitions: Non-Catalog Supplier

Since “Ultrect” was not found they are not registered

PROCEED WITH CAUTION!!!
If you place an order to a non-registered eVA vendor, your 
organization is at risk to pay the 1% order fee if it cannot 
be collected from the vendor. 

If you click NEW, company info will need to be entered on 
several different screens, as shown on the following slides.
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Requisitions: Non-Catalog Supplier

Click SAVE

The COMPANY name
is the only required field on 
this screen; all other fields 
are optional.

Click SAVE !
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Requisitions: Non-Catalog Supplier

Now the supplier is added

Click SELECT
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Company “contact” (address) 
information must now be added.
Click the chooser [+] button

Requisitions: Non-Catalog Supplier
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Since you’re entering NEW 
data for Ultrect, click NEW

Requisitions: Non-Catalog Supplier

If this was a Registered vendor, all ordering addresses for this
vendor would display and you would click a Select button to 
choose one.
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Requisitions: Non-Catalog Supplier

Click SAVE

Enter all fields as noted by an 
exclamation mark 

!
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Requisitions: Non-Catalog Supplier

Click SELECT and the next screen will appear
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Requisitions: Non-Catalog Item

If you know the contract #, key here 

Enter the quantity, 
unit of measure 
(UOM) and price.

If unsure of the 
UOM, click the 
chooser button to 
search (see next 
slide)
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Requisitions: Unit of Measure

Change to NAME

Type in “Each” & click SEARCH

Click SELECT when your choice displays.
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Requisitions: Non-Catalog Item

Complete your item by entering the price in the 
price field and then click ADD Item.

It’s VERY important to click ADD Item; otherwise your 
data will be lost!
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Requisitions: Non-Catalog Item

Each        $500.00USD      500.00USD

Total Cost:   $500.00USD

If done adding items, 
click Shipping (Step 4)
Skip Step 3 
(Accounting)

To add items to same vendor, check the 
box next to item and click COPY. Once 
duplicated, click EDIT and change the 
QTY, PRICE, and DESCRIPTION.

To add item(s) for a different vendor, 
click the Add Items button

You are now on the View Line Items screen
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Requisitions: Step 4 - Add Shipping Details

Your default shipping address appears. 

You may choose to ship 
to different addresses at 
the item level. 

Let’s look at how to 
change your shipping 
address…….

If you submitted 
multiple 
shipping 
addresses to 
DPS, another 
address may be 
selected for the 
entire order 
…OR
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Requisitions: Step 4 - Add Shipping Details

When you click the chooser button from the previous screen, enter 
your Organization Number or your county/city/town name in the 
search field and then click SEARCH

When you see your desired address, click SELECT 
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Requisitions: Step 4 - Add Shipping Details

When you select a different address, as shown on 
the previous slide, it appears  

Let’s look how you can enter 
comments or attachments on your 
order…Click Comments or Next 
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Requisitions: Step 5 - Add Comments

Use comments for internal 
use OR as a public note to 
the vendor (limit: 255 
characters)

You can also include 
attachments on your order-
(any document type; up to 
4 MB)

Click Next or Approval Flow to continue

To show Comments & Attachments on the P0
to the vendor, this checkbox MUST be checked!

Comments or 
Attachments 
can be also be 
added at the
Line Item level
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Requisitions: Step 6 - Approval Flow

Typically with local public entities 
(non-state agency), there is 
approval flow only when the vendor 
cannot accept electronic orders. If 
your name appears in this box, 
approve the order and print and 
fax/mail the order (covered later)

Click Summary or Next to finalize your requisition
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Requisitions: Summary

HELPFUL HINT!
Create  a Requisition FAST by jumping to this step 
and filling out all fields at once !

This screen allows you to review the full requisition before submitting it

Let’s see what this powerful 
feature can do before you 
submit your requisition!
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Requisitions: Non-Catalog - Example

Use this Mass Edit function prior to submitting the requisition to make the same
changes to multiple lines. Very helpful when doing a non-catalog order
where you need to order multiple items from the same vendor.

Click Edit Items
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Notice that there are 3 steps in the Mass Edit process . . . 

After checking the lines you want to edit, click NEXT to 
proceed to the Edit Items screen

Requisitions: Non-Catalog - Example
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Only the first item you selected will be used to effect change for the remaining 
selected items. (Changes apply to all lines selected.)

Click NEXT when you have 
completed all changes

Requisitions: Mass Edit - Edit Items 

You can change any 
field that is OPEN. 
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If acceptable, click OK

Requisitions: Mass Edit - Review Modified Fields 

You can now review your changes for accuracy

Ultratect Levere Business Products

Ultratect LBP
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Requisitions: Summary

Once satisfied your requisition is complete and accurate, click Submit
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Requisitions: Submitting a Requisition 

This is NOT your order 
number  --- You will find your 
order number in the following 
slides.  Click “View the status 
of your request”.

This screen 
appears once 
your 
requisition has 
been 
submitted
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Requisitions: Submitted

Since there are no approvals 
(unless order needs to be 
printed), your screen will 
display this message.

Let’s find your 
order—click 
Approved
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Requisitions: Submitted

Click on your 
underlined PR
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Finding your Order 

Your PR number appears here 
BUT your order number …..

Appears here!
Click on the 
underlined 
Order number
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Requisition: Approved eVA Order

When clicking on the order 
number, this screen displays. 
You can now print the order if 
necessary. 
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Order Printing

The order number will either begin with
PC for Purchase Card orders or DO for
Direct Orders. 
Once this screen appears, you can select FILE
and PRINT from the top of your screen to generate 
a printed copy to your local printer.

Let’s review various order 
results...



Rev. 7/03 User Training - eVA standard Requisitions 49

Requisitions:  One or More Orders

If all items are from the same vendor and going to the same address, 
then one order is created

If your requisition has more than one vendor and/or more than one
shipping destination, multiple orders are created

Let’s look at some examples . . .
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Requisitions:  Examples of Orders

How many orders will be created in each of these situations?

Example 1

5 catalog items 

2 suppliers

1 shipping address

Example 3

2 catalog items

1 supplier

2 ship-to-addresses

Example 2

3 catalog items

1 non-catalog item

1 supplier

1 shipping address

Example 4

5 non-catalog items

1 supplier

2 supplier locations

Answer:  2 Orders

Answer:  1 Order Answer:  2 Orders

Answer:  1 Order
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Requisitions: Accessing Status

You may access an existing requisition or determine the status by 
clicking on Status on the Swoosh screen . . .
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Requisitions: Understanding Status

Each requisition normally goes through 4 stages and eVA tracks the “status”

Approved 
(if necessary)

Ordered   

Submitted 

Composing
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Requisitions: Status screen

This Status screen gives a list of your requests that 
can be sorted, copied, edited or deleted

If you click on the ID for a requisition in COMPOSING status…. . . .
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Requisition: Completing an Order

You can click Edit to Open it
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To view how an electronic order may look to the vendor,
click on Ordered.

From Requisition to Ordered

Here’s a requisition that is in ordered status
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From Requisition to Order

You can research order detail or history

Click here to 
return to 
former screen

Ignore “unconfirmed”
status; this does not 
mean the order did not 
go to the vendor
(you can see actual 
order status under 
“Order History” tab) 
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Congratulations!
You’ve completed “Requisitioning/Ordering” Training

Good luck ! 
Visit our website (www.eva.state.va.us) for additional 
training materials on Change Orders, entering Credit 

Card Information, Quick Quote, etc.

If you need assistance . . .

contact your organization eVA trainer
send an email to support@buysense.com
call the eVA toll free helpline at 866-289-7367
call VA customer service 804-786-3842
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